[image: ]Member Event / Announcement / Job Opening 
Request Form

Please complete the form below to have your announcement considered for an email blast. 
Email blasts for event announcements and job postings are sent once a week.
Please follow these guidelines, then, complete the following fields:
· Requests must be submitted by the Friday prior to the requested email date
· All fields should be filled in as complete as possible
· Proof your text for correct grammar/spelling before emailing - your info will be sent out how you sent it to us
· Send any logo in .jpg format (not as an image in a word file) via email (see address below)
· Any supporting documentation must be sent in a Word document or in PDF format. We send PDF files out as attachments to the email. (Again, be sure to double check for correct grammar/spelling and date sensitive info)
· For job postings – please be sure to include a closing date for accepting resumes
· Submit this form and all other files via email to info@nonprofnetwork.org
Organization Name: Organization Name

PLEASE NOTE: Email Blast Disclaimer: As a benefit of membership, the Nonprofit Network sends out Email Blasts to over 1500 contacts. Nonprofit Network provides no endorsements, warranty, expressed or implied, as to the accuracy, reliability or completeness of information.                   11-2011

Announcement Category:
|_| Event
|_| Job Posting
|_| General 
Announcement Title: Title of Announcement
Announcement Details:  (fill out all that are applicable)
Date: Date of Event/Opening 
[bookmark: Check6][bookmark: Check7]Start Time: Start Time |_|AM  |_|PM
[bookmark: Check8][bookmark: Check9]End Time: End Time  |_|AM  |_|PM
Deadline: Deadline(s)
Place/Location/Address: Place/Location/Address
Contact: Contact Name
Website: Website
Email: Email
Phone: Phone 
Description of Announcement: (Attach separate sheet if necessary)
Provide a Detailed Description of the event/announcement. This information will be copied and pasted into the Email Blast announcement – please check grammar & spelling.

When approved, your announcement will be sent in our weekly email to the Nonprofit Network’s member/contact email listing. All announcements are subject to approval. 
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